
Master Planning Timeline

Twelve  Months Out 
· Review hotel contract deadline dates. 

· Review, update, and confirm final meeting budget. 

· Review and revise meeting accounting procedures and assign appropriate codes. 

· Prepare and forward a tentative meeting schedule .to meeting facility or facilities 

· Post call for papers on website.

· Begin preparation of conference brochure, including copy, layout, and design. 

· Establish categories of awards and selection criteria for them; update all related materials and mail. 

· Prepare 12-month media schedule.
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